
Standard Operating Procedure 
12 - Notification Profile 

A. Purpose
This process documents the steps taken to facilitate creating the necessary 
Notifications with an automatic reply to the Requestors and related parties. 

B. Responsibilities
The following Roles can participate in this process: 
¾	 Super User 
¾	 Maintenance Manager 
¾	 Customer Service 
These roles are tasked with the responsibilities for the 'Requestor List' and 
'Notification Profile' Updates in order to make the notification process happen. 

Step 1: 

•	 Open Requestor List Form by Expanding the Configuration Folder from the 
Navigator 

•	 Expand Personnel Subfolder 
•	 Double Click Requestor List Form 

•	 Press F8 Function Key or Click the Execute Query Button from the Tool Bar to 
show up all the Requestors on the list 

•	 Select the Requestors to receive notification by Checking the Notify Box 

Notify 
Check 
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Step 1 (Continued): 

•	 Or, if you need to Create a New Requestor, then 

•	 Press F6 Function Key or Click the Insert Record Button from the Tool Bar to 
insert new Requestor information 

•	 Before you select the 'Notify Requestors', make sure they have the E-Mail 
Addresses for Auto Notification Reply Process 

•	 Close the Requestor List Form 

E-Mail 
Column 
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Record 
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Step 2: 

• 

Button 

Execute QueryOpen a Service Request (Work Order or Project) Form, Press the 

to retrieve a record to create a Mail Template 
•	 Press the Attachments ⇒ Mail Templates from the Pull Down Menu 
•	 A Mail Template Window will pop up 
•	 Type in the Name of the Mail Template 
•	 Select the Entity by pressing the Drop Down Menu 
•	 Type in the Subject 
•	 In the Body Field, Type the Template Text, you can select some Merge Fields by


pressing the Show Smart Tags… at the bottom of the Form

•	 A Start Tags Window will show up 
•	 Select the Merge Field by moving the scrolling up and down menu 
•	 Click Copy Button to insert it into the text content 
•	 The System will automatically place the Merge Fields at the beginning of the Body.


If you want to relocate the Merge Fields, use the standard copy and paste method

•	 After finish up the Text, Close the Mail Template Window 
•	 Click Yes to save the changes you have made 
•	 Close the Service Request Window to finish the Template Creation process 

Attachments ⇒ Mail Templates 
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Step 3: 

•	 Open Notification Profile Form by Expanding the Configuration Folder from the 
Navigator 

•	 Expand Personnel Subfolder 
•	 Double Click Notification Profile Form 
•	 Select Requestor Radio Box from the Find Criteria Section (you can also select 

either Building Manager, Zone Manager or Supervisor, etc.) 
•	 Click Find Button on the Upper Right Hand Corner to show all the Requestors (who 

you have already checked 'Notify' from the previous Requestor List in Step 1) 
•	 In this Form, you can check the appropriate Check Box to select the Automatic 

Reply Notifications for Work Order or Project when they are in Creation or Closing 
Statuses. In Work Order: 
- XWO: Express Work Order 
- SR: Service Request 
- PR: Project 
- PM: Preventive Maintenance 

•	 The Not. Column will be automatically checked once you have attached this user 
with a Notification Template in the following steps. 

Requestor Radio Box 
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Step 3 (Continued): 

•	 You can Group Change selected Requestors by Checking the Box in the Pick 
Column 

•	 Press the Mass Change Button at the bottom of the Form 

Select Requestors 
for Group Change 

Mass Change Button 

•	 Update Work Order or Project Check Box for the selected Group of Requestors 
•	 Press Pull Down Menu to select the pre-set Template 
•	 Click OK Button to close the Notification Mass Change Form 
•	 Close the Notification Profile Form to finish the Notification Process 
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